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PREFACE TO THE Handbook on Office of Science's Flexiplace Program:

The information in this handbook contains the requirements and guidance for all Office of Science (SC)
employees in the development, implementation, and assessment of its flexiplace program. The
provisions of the handbook are effective immediately. The handbook was prepared in conjunction with
the exclusive representative of the Headquarters bargaining unit employees, the National Treasury
Employees Union (NTEU). Note that the handbook contains requirements and guidance for both
bargaining unit employees covered by the Collective Bargaining Agreement between Headquarters and
NTEU (including those who participated in the “pilot” flexiplace program under the agreement) and
non-bargaining unit employees who are not covered by the agreement. Whereas most of the handbook
applies to both groups of employees, where there are differences in application between the two
groups, the differences will be indicated by bold type face for Bar gaining Unit Employees, and in
italics for Non-Bargaining Unit Employees.

August, 2000
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INTRODUCTION

What is“ Flexiplace” ?

Flexiplace is aterm that refersto a program that covers employees who work at sites other than their
official workplace. In general, flexiplace assumes that some office workers who would normally be
spending most or all of the regular work week working in SC in Washington, D.C. or at the
Germantown facilities will now spend some portion of that work week working from home or
elsewhere off site during normal working hours. The term “flexiplace” has been used for several years
here at Headquarters; the name of the program at the Department of Energy level is*“DOE-Flex.”
These terms are frequently used interchangeably with “telecommuting,” “telework,” and “work-at-
home,” which are other terms that are used to describe a flexiplace program. Employees who
participate in aflexiplace program are often referred to as “telecommuters’ or “teleworkers.”

Employee participation in flexiplace in SC is voluntary and subject to management approval and, for
bargaining unit employees, the provisions of the Collective Bargaining Agreement between
Headquartersand NTEU. Although any employee may request to participate in the program, the
nature of an employee’ swork, such as working with classified information, physically maintaining
facilities, or the need for the employee to be in the office for meetings in which issues or materials must
be reviewed or modified via personal contact, provide service to walk-in customers, or to utilize office
resources, may limit the employee as to where that work can be performed. This program is not an
employee entitlement, does not change the terms and conditions of an employee’ s appointment and is
not a substitute for child or other dependent care arrangements; nor is anyone who is approved to
participate assured that this work option will continue indefinitely.

What has been the history of flexiplacein the Government, in the Department of Energy and
in Headquarters?

In January, 1990, the Federal Government began piloting flexible workplace arrangements that were
known as flexiplace arrangements. In the summers of 1994 and 1996, the President issued
memoranda directing the Heads of Executive Departments to expand the use of family-friendly
workplace practices, including telecommuting. Those memoranda announced that the Federal
Government was to become a model employer by effectively utilizing flexible workplace arrangements
to increase productivity, recruit and retain awell-qualified workforce, and assist employees to balance
their work and family needs. In April 1995, flexiplace procedures were published for non-bargaining
unit employees. In January 1996, the President’ s Management Council endorsed a National
Telecommuting Initiative to increase the number of Federal employees who telecommute to 3% by
the end of FY 00 and 15% by the end of FY 02. In the Fall of 1997, the Vice President issued a

report to the President that stated that the Federal Government “ should greatly expand the number of
Federal workers who telecommute.”

The Department of Energy began its program in February, 1995, when it issued a “ Telecommuting
Guide” and flexiplace became available for non-bargaining unit employees.
In August of 1996, Headquarters and NTEU signed a term agreement that called for a flexiplace
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“pilot” to cover no more than 20% of each Headquarters element’s bargaining unit employees. By
the end of FY 98, the Department had 2.3% of its workforce in some type of flexiplace arrangement.
Since 1995, the Department has utilized this program primarily to accommodate employees who have
temporary or continuing health problems, but has aso had over 250 employeesin regular and
recurring formal flexiplace arrangements. Although almost all the formal arrangements have been
work-at-home situations, a few employees have worked at alternative DOE sites and at the General
Services Administration (GSA)-sponsored telecenters, which are state-of-the-art office sharing
workplaces, in the Washington, DC metropolitan area. 1n 1999, Headquarters and NTEU evaluated
the Headquarters flexiplace pilot and found that it was a success, with productivity maintained, no loss
in quality, and a decrease in the use of sick leave.

In January, 2000, Headquarters and NTEU negotiators agreed to changes in the flexiplace article,
taking it from the pilot phase and expanding it as a permanent program. In March, 2000, Secretary
Richardson launched an initiative to expand the use of flexiplace arrangements and established goals
for employee participation for fiscal years 2000 and 2001 that will ensure that the President’s goal of
15% participation is met or exceeded. A copy of the Secretary’ s memorandum that announced the
initiative isin Appendix E.

What ar e the objectives and benefits of flexiplace?

Because of DOE’ s increasing need to be a competitive employer in atight labor market, the many
advances in information technology since the program began, and the benefits described below, the
Department is launching an aggressive campaign to stimulate expansion of  its flexiplace program and
SC is participating in this campaign.

The following are the main reasons that the Department and SC support an active flexiplace program.
These reasons also appear in Article 47, Flexiplace, in the Collective Bargaining Agreement between
Headquarters and NTEU.

C Improve productivity by reducing the time and stress of having to commute in heavy traffic,
allowing employees to work in a reduced-distraction environment, and/or accommodating
employees who are not able to work on-site due to health issues. (Generally, flexiplace for
health reasons is for atemporary period.)

C Improve employee well-being and the quality of work life by giving employees more options
to balance work and family demands.

C Maintain work production and services when afacility is closed due to a severe storm or
building operation problem or when an employee is required to work at another location.

C Improve the Department’ s competitiveness in recruiting and retaining highly qualified
employees.
C Energy savings which will contribute to our national goals of being less dependent on foreign

fuels.



. Reduce number of commuters, reducing traffic and parking congestion, and air pollution.

C Reduce costly building space over the long term by making more efficient use of existing space
and delaying the need for additional space for employees who frequently are not at their
regular workplaces.

Flexiplace is beneficial to the employee, but is not an entitlement. Flexiplace is avoluntary program
subject to approval by higher level management. Participation in flexiplace may not be used asabasis
for denying promotions or other management decisions adverse to the participant.
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CHAPTER | -IMPLEMENTING FLEXIPLACE

What are Headquarters and SC doing to implement flexiplace?

SC flexiplace coordinators are as follows:

Betty Siever SC-622 GTN, Room G214  301-903-4740
SheilaFrizzell  SC-622 GTN, Room G221  301-903-8979

The coordinators can advise and assist supervisors, managers, union representatives and
employees in the Office of Science on this program. They will ensure that this handbook is
distributed and kept up to date, will ensure that all employees have access to training on
flexiplace, will respond to questions about all aspects of flexiplace and will maintain records on
all applicants and participants.

Ensuring that managers are familiar with flexiplace . Supervisors and managers have been given
the responsibility of becoming familiar with this program so that they can understand what their
roles and responsibilities are in administering it (see the details that follow).

M aintaining dialogue with union representatives of bargaining unit employees. Although the
flexiplace program has been negotiated with the NTEU and this handbook has been prepared
with NTEU’sinput and participation, concerns or guestions regarding bargaining unit
employees may arise. Managers and supervisors are expected to seek clarification or
assistance from the flexiplace coordinator in working with union representatives to ensure that
the terms of the labor agreement are satisfied and that unanticipated problems are resolved
promptly. Finally, management should be aware of bargaining unit employees' right to be
represented by NTEU in any “formal discussion” with employees about changesin the
flexiplace program and in dispute resolution meetings, such as grievance meetings.

Conferring with information technology, security, and safety staffs. The SC flexiplace
coordinator, working with other staff membersinside SC and in other cognizant Headquarters
elements, will ensure that all flexiplace participants and their supervisors know what equipment
is needed and available and the responsibilities of the flexiplace participant in the use of SC
provided equipment. Note: classified information cannot be accessed remotely.

Providing necessary resources. SC plans (within budget constraints) to provide the equipment
(e.g., computer) required for employees to work effectively from home or telecenters. Some
equipment will be provided automatically and others will require justification and approval.

Conducting an inventory of tasks and activities. Appendix H lists an initial inventory of those
tasks and activities associated with performance elements in SC that can be accomplished at
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an alternative workplace. The inventory in Appendix H will be added to or modified as SC
gains experience in flexiplace through discussions with supervisors, flexiplace participants, the
union and Headqguarters human resources staff.

Informing employees. This handbook is the basic guide to flexiplace in SC. The handbook is
effective immediately and remains effective until further notice. Thereisno time frame for
receipt of flexiplace applications. Further information will be distributed as well as further
modifications to the inventory of tasks and activities appropriate for flexiplace at Appendix H.

What arethe types of flexiplace arrangements?
Flexiplace arrangements are:

(a) regular arrangements, i.e., recurring one or more days per week or pay period on a
scheduled basis;

(b) situational arrangements, i.e., temporary, intermittent, short-term, project-oriented
assignments that are agreed to between the employee and the rating official; a situational
arrangement’ s duration would correspond to the assignment’ s requirements; a situational
agreement might be in effect for an indefinite period and might cover a number of situational
work assignments.

(c) arrangements designed to accommodate employees medical issues.

All flexiplace arrangements in SC will require the completion of aflexiplace agreement. See
Appendix B and C for agreements that apply to SC. The flexiplace agreement for regular or
situational flexiplace must be signed by the employee and the employee’ srating official prior
to the employee’ s starting or modifying flexiplace. It is preferred that the agreement be
completed prior to an employee’ s beginning medical flexiplace but if thisis not possible, the
agreement must be concluded and on file before the end of the first pay period of the
employee’ s working on flexiplace under amedical arrangement.

What ismedical flexiplace?

Employees may participate in flexiplace for personal or family medical reasons, for
example, to recover from surgery or injury, to have access to recurring medical treatments, or
to care for afamily member, as that term is defined in Federal and Departmental regulations
governing sick leave, who requires care or assistance. The concept of the family member shall
include the following: the employee's mother, father, mother-in-law, father-in-law, spouse,
brother, sister, sister-in-law, brother-in-law, child, grandchild, grandparent, grandparent-in-
law or amember of the employees household with whom the employee shares or has shared a
mutual residence within the past year.

Although flexiplace (of any type) is not a substitute for primary care giving, there are




7

circumstances in which an employee could work at home and still provide needed care on a
limited basis to an immediate family member. Also, if the employee were him/herself in need
of treatment or recuperation, the employee could also request flexiplace. In both these
circumstances, the employee could file an application, stating that the flexiplaceis for medical
reasons. The application would be treated just as other applications and would not need
approval from Headquarters Personnel and Executive Resources, as previously required. In
addition to providing the requisite information about work to be performed at home, the
employee will need to provide a plan whereby he/she will ensure that there is no disruption to
the performance of work tasks, and that there is medical documentation to justify the medical
flexiplace.

Bargaining unit employees. the rating/reviewing official may requirethat medical
documentation be provided in accordance with the procedures specified in Article
27, Section 27.03.D.

Non-bargaining employees:. the rating/reviewing officials may require that adequate
medical documentation be provided that directly links the family member’s, or
employee's, medical condition to the need for flexiplace and that provides a
prognosis of return to full duty and or any limiting conditions. The rating/reviewing
officialswill, at their discretion, obtain advice from appropriate sources before
responding to employee requests for flexiplace for medical reasons.

4 Who should approve or disapprove flexiplace applications and agr eements?

Because al flexiplace arrangements involve the performance of work assigned and evaluated
under the Headquarters Performance Management Implementation Plan, final approval or
disapproval of an employee’ s request for flexiplace (the flexiplace application at Appendix A)
must occur at the reviewing official’s level (thisis usually, but not always, at the second level of
supervision in SC). The rating official may make a recommendation regarding
approval/disapproval, but may not make the final decision. Management action, i.e., to either
approve or disapprove aflexiplace application, must occur regardless of when the application
is submitted and regardless of the grade level of the employee submitting the application. All
requests will be acted upon within 5 work days of submission; if thisis not possible, the rating
official will inform the requesting employee of the delay, the reasons for the delay, and the
revised time of approval or disapproval. The rating official will also inform the flexiplace
coordinator, and the union (for bargaining unit employees). Notification may be accomplished
by electronic mail.

If the reviewing official disapproves the request, the reason for the disapproval must be
provided to the employee in writing by the rating official, with copies of the disapproval going
to the coordinator and to the union (if the employeeisin the bargaining unit). The reviewing
officia should be prepared to discuss the reason(s) for the disapproval and to suggest any
modification to the request, if any, that would make flexiplace possible.

If the application has been approved, it is up to the employee and the employee’ s rating officia
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to complete and sign the flexiplace agreement prior to flexiplace commencing. This process
should be completed within 5 working days.

How can disputes regar ding flexiplace be avoided or, if necessary, resolved?

An employee should thoroughly discuss the possibility of working flexiplace with his/her rating
official before submitting aformal application. Thiswill help to build a mutual understanding
necessary for a successful flexiplace arrangement.

If there are disputes regarding the flexiplace request, it is hoped that they can be resolved at
the lowest possible organizational level at the earliest possible opportunity. At thefirst sign of
difficulty, the employee and rating official should discuss the issue and try to resolveit. The
SC coordinator and the bargaining unit employee’ s representative are a'so available to assist in
working out problems,

If two or more employees wish to participate in aflexiplace arrangement and a “tie-breaking”
mechanism is needed because of organizational demands, in-person coverage needs, etc., the
following will be used in the following order: grade, timein grade, time at DOE, service
computation date.

If the employee and his’her management chain are in disagreement about any aspect of
flexiplace, mediation and other alternative dispute resolution procedures are encouraged in
order to achieve resolution with minimum disruption or effect on relationships. If thereisno
resolution and the employee wishes to proceed formally, the following provisions apply:

Bargaining unit employees. Employer decisionsregarding flexiplace may be
appealed by filing a" Step One" grievance in accordance with Article 11, Section
11.09 of the Collective Bargaining Agreement. If the matter isnot resolved at
Step One, the matter may be appealed to arbitration, in accor dance with the
provisions of Article12. Thearbitrator, after hearing the case, will issue a bench
decision.

Non-bargaining unit employees. Employer decisions regarding flexiplace may be
grieved using DOE 3771.1, GRIEVANCE POLICY AND PROCEDURES

What isthe duration of a flexiplace agreement?
The duration of aflexiplace agreement depends on the type of flexiplace:

Regular flexiplace agreements are expected to continue until terminated under the
procedures of this handbook. Agreements for regular flexiplace should be reviewed during the
participating employee’ s two progress review/feedback meetings with the rating official and
should be re-certified for continuation during the annual performance evaluation under the
Headquarters Performance Management Implementation Plan (the re-certification form is
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Appendix D). Failure to re-certify an agreement is a management oversight that must be
corrected as soon as the oversight is discovered. Failureto re-certify does not mean that the
employee’ s flexiplace agreement is terminated; termination must be effected by deliberate
management action.

Situational flexiplace arrangements are by definition of arelatively short duration,
corresponding to the specific assignment directed by the rating official. For example, if the
employee were directed to work on an assignment over atwo-day period, the duration of the
situational arrangement could be two days. Situational flexiplace arrangements might also be
appropriate when alarge number of employeesin one office, whose tasks are compatible with
flexiplace, wish to participate. Short term flexiplace assignments might be used to determine
optimum patterns of communication as well as the effect of flexiplace on those remaining in the
office. Note that situational flexiplace would not require a separate agreement for each period
of time the employee spends on flexiplace; rather, one agreement for an indefinite period
covering multiple situational arrangements could be agreed to; see Appendix C.

Duration of amedical flexiplace agreement would correspond to the duration of the
medical situation, as supported by adequate medical documentation, that prompted the original
request for flexiplace.

When can a participant voluntarily terminate an agreement?

Participants should be permitted to terminate at any time. Rating and reviewing officials should
discuss any problems articulated by the employee with the SC flexiplace coordinator so that
every opportunity for resolution can be explored prior to an employee’ s announcing that

he/she isterminating flexiplace. Participants who are terminating due to difficulties in obtaining
necessary support from their organization, or because they believe that their career
opportunities are being jeopardized as aresult of their participation in the program or similar
problems, should first discuss these issues with their rating and reviewing officials, the
flexiplace coordinator and, if they arein the bargaining unit, their NTEU representative.
Except in the case of an emergency, any time an employee believes he or she needs to
permanently or temporarily return to work in the office, the employee will normally provide
management with thirty (30) calendar days notice of the needed change.

What are sound reasons for terminating or modifying a flexiplace agreement?

An agreement may need to be terminated when there is a change in the organization’s mission
or staff reductions or other reasons which affect the employee’ s tasks or activities that had
been performed at the remote site. An agreement may also need to be terminated when a
participant’s performance in a critical element dropsto aLevel “1" astransmitted to the
employee during either of the employee’ s two progress review/feedback sessions or
performance appraisal. Aswith all declining performance, the rating official should alert the
employee to the measures of performance (see Chapter 1) that indicate that the performance
is declining and work with the employee on improving the performance.
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In cases where there are conduct problems, the rating official should attempt to find the
causes of, and solutions for, the problemsin consultation with the employee before
terminating an agreement.

Except in emergencies, rating/reviewing officials should give reasonable notice that an
agreement is being terminated. A reasonable termination notice by the manager should, if at all
possible, match the length of time of a flexiplace termination notice provided by an employee,
i.e., thirty (30) calendar days. In the termination notice, the employee’ s right to grieve must be
delineated.

A flexiplace agreement is also terminated automatically when an employee isreassigned to a
different organization within SC or to another Departmental element.

9 How many hoursor daysper pay period may an employeework on a“regular”
flexiplace arrangement?

Thereisno limit to how the regular flexiplace work schedule may be configured (see Chapter
I11) so long as the scheduling is not disruptive to the work for which the office is responsible or
causes an unreasonable burden to those who are at the duty station when the employee is on
flexiplace.

Bargaining unit employees. SC will place no limit on the number of daysin a pay
period that an employeeis permitted to work aregular flexiplace schedule; rather,
the dayswill be determined by the work that can be done at aremote site and the
need for the employee to interact with the person(s) assigning work and with
colleagues, etc. The number of days per pay period in the schedule will be
determined as aresult of the discussion between the employee and rating official
pursuant to thetermsof Article 47.

Non-bargaining unit employees. SC will place no limit on the number of daysin a
pay period that an employee is permitted to work a “ regular” flexiplace schedule;
rather, the days will be determined by the work that can be done at a remote site
and the need for the employee to interact with person(s) assigning work and with
colleagues, etc. Thiswill allow those employees who are functioning in supervisory
capacitiesto fulfill their obligations but still take advantage of flexiplace
arrangements for those tasks and activities that can be performed at a remote site;

“ confidential” employeeswill still be encouraged to participate to the maximum
allowed with the under standing that the nature of their task assignments may render
participation in flexiplace extremely limited.

(10) What work (i.e., tasks and activities) can be performed on flexiplace?

Work suitable for flexiplace (all types) depends on job content rather than job title, type of
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appointment, or work schedule. For example, flexiplace isfeasible for work that requires
thinking and writing — data analysis, reviewing grants or cases, writing decisions or reports,
telephone intensive tasks — setting up a conference, obtaining information, following up on
participants in a study; and for computer-oriented tasks — programming, data entry, and word
processing. Note that the content of the tasks and activities must still be measurable as to
progress or output. This requirement isidentical to the requirement for work performed in the
Headquarters office setting.

Because the employee will be away from the immediate office for specific periods during the
pay period, it isimportant for the employee and his/her rating official to select tasks and
activities, or clusters of tasks and activities, that would continuously occupy all the hours/days
of flexiplace (either assigned on a situational basis or under a“regular” flexiplace arrangement),
even if other aspects of the employee’ s position are not suited to flexiplace.

Work (tasks and activities) may not be suitable for flexiplace if the employee needs to have:

extensive face-to-face contact with his/her management chain, other employees, clients or
the general public;

- accessto material which isroutinely required to accomplish assignments and cannot be
removed from the official duty station;

- special facilities or equipment that are not available off-site;

- handling of classified material.
Non-bargaining unit employees. In SC, those in supervisory and/or managerial
positions have extremely limited tasks appropriate for flexiplace apart from their
supervisory tasks and may participate in this programon a limited basis.
SES members may participate in medical and situational flexiplace.

Employees whose positions involve classified information should be approved for flexiplace

participation only to the extent that they may work on tasks or activities which do not involve
the handling of classified material while at the flexiplace site.

Appendix H contains lists of tasks and activities that would be appropriate for flexiplace; note
that thislist is not all inclusive and does not contain the entire popul ation of tasks and activities
appropriate for Headquarters flexiplace participants. Thelist isin two parts: (1) alist of

tasks and activitiestaken directly from the collective bar gaining agreement and that
apply to bargaining unit employees; (2A) alist that should address many tasks and

activities that Headguarters non-bar gaining employees engage in; (2B) additional tasks

that are common and/or unique to non-bargaining employeesin SC and are not

otherwise listed.
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It is extremely important to note that the amount of time that the tasks or activities require and
the distribution of the time required affect the amount of time that the employee could work on
aregular flexiplace arrangement. For example, if the tasks and activities suitable for flexiplace
total 20% of the employee’ s work day, or week, or pay period on arecurring basis, then a
“regular” flexiplace arrangement with the employee spending 20% of his’her work on aremote
site might be appropriate. However, in determining the amount of work that can be done off-
gSite, it isalso important to determine if the tasks can be “clustered” and performed over the
course of one day, or whether tasks must be performed on specific days. Whereas 20% of

the employee’ s work might be suitable for flexiplace, if the employee has to perform a
percentage of that work over a series of days, it may not be possible to “cluster” tasks.

In the case of amedical flexiplace arrangement, it might be necessary to temporarily relieve the
employee of certain tasks that do not lend themselves to flexiplace until the medical situation is
resolved. Of course, all flexiplace work must be coordinated with other work unit-wide
activities such as staff meetings, training, or back-up activities that the employee would be
engaged in.

What changes, if any, are needed to position descriptions?

Flexiplace arrangements are not likely to have any significant impact on properly described
position descriptions. However, the section on supervisory controls and work environment
should be reviewed for accuracy since participants will normally be working independently in a
sedentary environment.

When considering an employee’ s request to work flexiplace, the reviewing official should
consider restructuring the employee’ s work to accommodate the request.

Which employees should participate?

The following describe employee attributes that would be appropriate for aregular flexiplace
schedule:

a. The employee has been with the Department of Energy for at |east one year.
b. The employee has been in SC for at least six months.

c. The employee’ s most recent performance appraisal has been at least at the
“Level 2" or equivalent.

d. The employee has not received any disciplinary/adverse action in the last six
months that would impact the integrity of the flexiplace programin SC.

e. The employee has assigned tasks or activities that can be performed on
flexiplace. Please see the discussion above on tasks and activities that are
suitable and not suitable for flexiplace.
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Flexiplaceis never a substitute for recurring child care. Asto other needed dependent
care arrangements, employees who need to care for afamily member at home will not be
eliminated from consideration for either situational or regular flexiplace unless the needs of the
family member will be too distracting as the flexiplace participant interacts with the rating
official, customers or colleagues; or will prevent the employee from producing required work
products or being available during the employee’ s duty time. If an employee needs medical
flexiplace to care for afamily member (including children) or the employee him/herself, the
employee must present a plan in the application that would address any dependent care issues
(such asthe availability of other care givers, etc.).

(13) Should equipment be provided to flexiplace participants?

To the extent feasible, SC will provide a standard workstation configuration to SC employees,

as needed, using an outsourcing lease arrangement. This could be at the person’s home or
telework facility. Thiswill be athin-client configuration (which incudes a 10"x2"x9" connection
box (with no local storage capability), flat screen monitor, keyboard, mouse, and a deskjet
printer) explicitly for Government businessonly. SC’'spolicy isthat all SC datareside on the
SC network due to Cyber Security and DOE records management reasons (e.g., commingling

of personal and Government data/records, security related vulnerabilities due to personally
installed software, etc.). Inthe case of situational flexiplace, a more portable configuration will
be available. Employeeswill not be permitted to use personal computer equipment for
flexiplace.

Any equipment provided isto be used for official business only, following the same
policies aswork at the duty station. Other costs associated with flexiplace will be approved
on acase by case basis.

SC retains ownership and control of any and all hardware, software, telecommunications
equipment and data placed in the alternative work site by the government. See Chapter V
regarding providing equipment and protecting equipment and records.

(14) How doesan arrangement with a GSA-sponsor ed telecenter work?

A list of telecentersisat http://www.gsa.gov/pbs/owi/telecenter s.htm. Currently, the only
GSA-sponsored telecenters are in the Washington, DC metropolitan area.  Employees who
wish to work at atelecenter may indicate that on their flexiplace request; however, because
the use of atelecenter directly affects SC’s budget, flexiplace may be approved for the
employee but not necessarily at the telecenter. If it is determined that there are sufficient funds
for employees to work at telecentersif they so request, the SC’ s flexiplace coordinator will
assist the employee in making arrangements and explain the provisions and conditions of
telecenter work to the participating employee. The procedures for working with GSA will be
contained in Appendix G and furnished at alater date.

(15) Please summarizeresponsibilitiesrelated to SC’sflexiplace program.
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All supervisors and managersin SC will:

be provided training in flexiplace, including identifying tasks and activities that can be
accomplished at an alternative workplace and supervising employees on flexiplace;

approve/disapprove flexiplace applications in atimely manner, if reviewing officials;
recommend approval/disapproval of flexiplace applicationsin atimely manner, if rating
officias;

work with al employees approved for flexiplace participation to ensure equitable distribution
of work at the office and the various flexiplace sites and to ensure that those who do not
participate in flexiplace are not unduly burdened;

complete flexiplace agreements and re-certify them at the employees performance evaluation,
if reviewing officias,

amend employees’ position descriptions, if needed, to describe significant recurring
responsibilities that may be performed on regular flexiplace (note that certain tasks and
activities that do not appear on the position description might be appropriate flexiplace,
especially for medical or situational flexiplace);

communicate specific work assignments and performance expectations as though the
employee were at the office; revise performance plans as necessary to clarify flexiplace
assignment expectations.

maintain records of employee performance, work accomplishments, and quality of work;
reach agreements with flexiplace participants on when a participant can be contacted by either
telephone or e-mail;

administer time/attendance/leave responsibilities in the normal fashion; certifying the
employee’ stime and attendance at the alternative workplace, using available time and
attendance codes according to flexiplace arrangement;

ensure that Information Systems and sensitive information procedures are in place at the
alternate work sites by inspecting the employees work sites with twenty-four (24) hours
notice to the employees,

promote and support this program; suggest that employees consider flexiplaceif the
opportunities arise; discuss flexiplace with employees new to the staff and/or direct them to the
flexiplace coordinator for more information;

seek assistance from the flexiplace coordinator or their own management chain with questions
or concerns, understanding that they are responsible for their own decisions and that flexiplace
coordinators judgements may not be substituted for their own;
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if anew supervisor, take special care to review the terms of the flexiplace agreement with
participating employees during the first available progress review and feedback.

Employeesinterested in flexiplace:

should take advantage of the opportunity to receive training on SC’ s flexiplace program. They
are responsible for finding out as much as possible about flexiplace from their supervisors, their
union representatives, the flexiplace coordinator, Headquarters human resources personnel, or
outside sources,

should devel op flexiplace applications (see Appendix A) after discussion with their rating
officias; the applications should include such information as the type of work to be done at the
flexiplace site, the days to be worked at the flexiplace site, resources needed, etc. Employees
who participated in the Headquarters pilot for bargaining unit employees should re-submit
applications, using the form at Appendix A. Employees who are newly assigned to SC and
who participated in flexiplace in their former position must also re-apply;

if approved for flexiplace, must complete the flexiplace agreement including the agreement’s
provisions to be briefed on applicable information technology and security requirements,

must notify their supervisor of any accident or injury which occurs at the alternate work place
during the course of the scheduled work period; the employee must obtain the necessary
paperwork from either the health unit or the Headquarters Personnel and Executive Resources
Office Worker’s Compensation specialist;

will comply with applicable government regulations governing information management and
electronic security procedures for safeguarding data and data bases; they will a'so comply with
all required security measures and disclosure provisions so that at no time are security or
Privacy Act requirements compromised;

will be available at their assigned alternate sites during their designated work hours unless on
pre-approved leave or lunch, or if they have given their management prior notice and have
received permission to modify the work day;

will provide appropriate information necessary to accurately document their time and hours
worked; the nature of thisinformation and the method of providing ithieormation will be
part of the flexiplace agreement.

The SC flexiplace coordinator will:

provide training and information as needed or requested.

work with employees, rating/reviewing officials to resolve problems as they arise, conferring
with NTEU if the affected employeeisin bargaining unit. Propose the use of aternative
dispute resol ution as necessary.
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provide data on participation to the head of SC and to other cognizant Headquarters functions
regarding SC’ s progress toward meeting flexiplace goals.

consult with Headquarters human resources to ensure that other policies such as
performance management, time and attendance, and the terms of the collective bargaining
agreement are met.

| nformation M anagement and Technology Division will:

provide training to SC Flexiplace staff on the process for connecting to the SC LAN
remotely;

provide SC Support Center assistance via (301) 903-5313 or via E-mail at SCSC or
SCSC@science.doe.gov. Assistance can also be provided viaremote control of
workstation.

provide access to SC LAN (see attached software applications list (Appendix J))

provide for three hour response to the flexiplace location for replacement of inoperable
equipment (within 30 mile radius of DOE)

What ar e the steps that employees must follow in establishing flexiplace
arrangementsin SC?

All employeesin SC who wish to participate in flexiplace will follow these steps:
(a) Theflexiplace application: The employee should:

- carefully assess his or her work requirements (i.e., tasks and activities), skills, and
suitability of his or her alternate workplace situation;

- discuss these issues with his or her rating official;

- develop an application to submit to his or her rating official that includes such information
asthe type of work to be done at the flexiplace site, the days to be worked at the
flexiplace site on aregular flexiplace schedule, equipment needed, etc., as outlined in
Appendix A;

- work with the rating official to make any necessary adjustments to the application before it
isfinalized. (Thisisintended to help both think through what assignment(s) are appropriate
to be performed, understand how the arrangement will work, and understand each other’s
needs.).

- attach the requisite medical documentation if the employee wishesto participate in
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flexiplace for medical reasons (please see the question and answer above regarding
medical flexiplace at (3)).

repeat this process if the employee is reassigned from one organizational unit to another.
Employees do not carry their flexiplace arrangement with them to a new position.

(b) Therating/reviewing officials response: The rating and reviewing officials will be

(©)

responsive:

the rating official may not deny arequest for flexiplace. The responsibility for approval or
disapproval of aflexiplace application rests with the employee’ s reviewing official.

applications for flexiplace will be acted upon by the reviewing official within 5 working
days of the employee’ s submission of the request [for bargaining unit employees:
unless additional timeis agreed to between management and NTEU] unless such
action is not possible because of the reviewing official’ stravel, training, leave schedule,
etc. Thereason(s) for the delay and the revised response date will be transmitted by the
rating official to the employee; the union if the employee isin the bargaining unit; and the
flexiplace coordinator.

an employee' srating official may suggest to the employee that he or she consider
participating in flexiplace. Employees are under no obligation to participate in flexiplace,
however, since the program is entirely voluntary.

if the application is disapproved, the reviewing officia will give the employee the reasons
for the disapproval in writing along with appropriate grievance rights.

After approval: If the application for flexiplace is approved:

the employee and his/her rating official must execute a flexiplace agreement prior to the
beginning of the flexiplace participation (with the exception of medical flexiplace as
described above);

the employee and rating official will ensure that the employeeisin possession of all
necessary information (including a contact for information technology) and equipment for
working at the flexiplace site as provided for in the flexiplace agreement

the rating official will ensure that all employeesin the participating employee’ swork unit
are made aware of the flexiplace arrangement and are informed as to how the employee
may be contacted while on flexiplace;

with the exception of medical flexiplace, the effective date of flexiplace arrangementsisthe
first work day in each pay period.
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(d) Thecoordinator:

- therating official will transmit a copy of the flexiplace request, the flexiplace agreement
and/or the flexiplace delay/disapproval as appropriate, along with the employee's
flexiplace schedul e to the coordinator for record keeping and reporting.

- at the end of each performance period, the coordinator will remind rating/reviewing
officials of the need for re-certifying flexiplace agreements.

- infulfillment of SC’sresponsibility to maintain data on flexiplace participation, the
coordinator will check with all components within the organization on a semi-annual

basis to confirm the number of current flexiplace arrangements (all types), the
number of terminated arrangements and the reasons for termination.

be available for problem resolution and interface with Headquarters and Executive
Personnel Services and the union as needed.

(e) TheInformation Management Team

- will maintain monthly usage statistics (dial-in) and information on equipment
provided for flexiplace use.

Will the program be evaluated? If so, when and what will beincluded?

SC'’ sflexiplace program will be reviewed on the organizational level once each year; the
participation of NTEU will be requested in thisreview. The review team will set the parameters
of the review and will publish the results. Pertinent data on flexiplace usage, e.g., the number of
arrangements or percentage of employees, type of arrangements, duration, tasks and activities
deemed appropriate, grade levels, etc., will be collected on a pre-announced basis and
forwarded to Headquarters human resources when requested.
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CHAPTER Il - PERFORMANCE ISSUES

What impact does flexiplace have on perfor mance plans?

Methods of evaluating work at the flexiplace should not differ from the methods of evaluating
work at the office. As provided by section 4302 (a) (2) of title 5, U.S.C., and the Headquarters
Performance Management | mplementation Plan, employee participation in developing
performance plans is encouraged; further, the rating official and the employee should discuss the
methods that will be used for evaluating al work, both work performed at the duty station and
work performed at the flexiplace site.

Critical elements and performance standards (i.e., tasks and levels of accomplishment) for
participants should be the same as standards for similar work performed by non-participants.
Results-oriented tasks that provide a reasonable basis for evaluating job performance should be
used for al employees regardless of whether or not they are participants in flexiplace.

How will employees be given feedback about their performance while on flexiplace?

The following are examples of the methods that the rating official might use to document or to
gather information about the performance of employees on flexiplace. Regardless of the method
used. it isimportant that both the rating official and the employee understand how the

employee's performance will be measured.

Quantity and quality expectations. Employees in flexiplace arrangements should not be
expected to produce any more work than is considered acceptable in the office. Itis
essential to specify the expectations for the quantity and quality of work to be produced at
the time that the employee’ s performance plan is transmitted and as needed thereafter to
assure that SC’ s overall output is not going to be compromised by flexiplace.

Periodic progress reports provided by the employee: This could include reporting progress
on specified steps of an on-going project in which areasonable time frame, based on past
experience, has been established for each step. In some circumstances, the rating official
and the employee could develop alogging or other data bases that could measure
quantifiable outputs.

Review of work by other management officials. If the rating official isnot familiar with the
details of the tasks and activities performed by the employee on flexiplace, he/she can confer
with other management officials familiar with the tasks and activities. Therating official can
obtain an estimate of the time that certain tasks and activities might take; the rating official
can then use this as a base line for measuring outputs. As always, the flexiplace participant
must know with whom the rating officia is conferring.

What impact does flexiplace have on an employee’s performancerating?

Since the employee’ s work assignments would stay the same whether the employee worked at
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the office or in aremote site, it is assumed that the employee would be held to the same

expectations throughout the performance period. Evaluations of job performance for
participants should be based on the employees’ performance of elements and tasks against
existing levels of accomplishment under the Headquarters Performance Management
Implementation Plan.

It isadvisable for the rating official to discuss flexiplace with the employee during the two
progress reviews and the performance appraisal discussion at the end of the performance

period. They can discuss what is going well, and what is proving difficult to accomplish at a
remote site due to lack of equipment or lack of accessible information, for example.

Adjustments can be made to the flexiplace arrangements if they do not unduly affect (diminish or
inappropriately increase) the progress or outputs expected of the employee, interfere with the
productivity of the office, nor cause an unreasonable burden to those who are at the duty station
when the employee is on flexiplace.

If the rating official or the employee sees a deterioration of performance, he/she should not wait
until the progress review to address the situation causing the problem. Both have the
responsibility for acting immediately.
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CHAPTER Il - WORK SCHEDULESAND PAY ISSUES

What are appropriate work schedulesfor flexiplace participants?

Participants may continue to work flexiplace using the same approved schedul e applicable when
they are on duty at their officesif the schedule does not place an undue burden to those who are
at the duty station when the employeeis on flexiplace. Also, the effect of Headquarters
Alternative Work Schedules (AWS) program must be taken into account when scheduling
employee flexiplace days. Office coveragein SC is an important consideration and cannot be
ignored when scheduling flexiplace. For example, if an employee wanted to work flexiplace on
aday upon which he/she had been depended upon to back up colleagues who were on AWS,
and that back-up included dealing with walk-in customers or answering the office telephone, it
would be inappropriate to allow flexiplace on that day due to organizational constraints.

Doesflexiplace allow for a mor e flexible approach toward working hour s?

Because of alternative work schedules SC allows employees to start work as early as 7:00 am.
and depart 8 2, 9 Y2 or 10 %2 hours after arrival, depending on the employee’ s schedule (40
hours per week; 5/4/9; and 4/10 respectively); as always, employees working hours schedules
are subject to approval from the proper management level. An employee on flexiplace will be
expected to observe the same working hours as he/she would observe while working at the
office. Asisthe case at the duty station, adjustments to working hours will be addressed on a
case-by-case basis between the employee and the manager authorized to grant exceptions to the
employee’ sworking hours (usually the rating official if he/she has that authority). Having an
employee work the same hours on flexiplace as he/she would if at the office allows the employee
to bein contact more easily with the rating official, customers and colleagues; and it facilitates
intra-office gatherings if necessary, even if those gatherings are via telephone.

Can some flexiplace participants work full time on flexiplace?

It is generally assumed that periodic presence in the main office will minimize isolation and
communication problems; will give the participant access to equipment, services, etc. not
available at the alternate workplace; will facilitate integration of the employee with thosein the
main office; and will ease the rating official’s adjustment to the new work arrangement. SC will
consider, on a case by case base, full time flexiplace for employees on medical flexiplace, as
determined by medical documentation and duties. Bargaining unit employees’ flexiplace
schedules will be determined by their work and organizational constraints (discussed
elsewhere). Non-bargaining employees’ flexiplace schedules will be determined by their

work and organizational constraints (discussed elsewhere).

How istime and attendance certified for flexiplace participants?
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Flexiplace participants' time and attendance should be recorded as if the participants were
performing their duties at their official workplaces. Flexiplace participants are expected to be
available for confirmation of their time and attendance by the management official with authority
to certify that time and attendance. Confirmation of time and attendance can be achieved by the
rating official’ s determination of the reasonableness of work output for the time spent or by rating
official’ s telephone calls during the employee's scheduled work hours at the aternative
workplace. Timekeepers are required to record flexiplace work hours in accordance with
established policy for recordkeeping purposes.

Can employees participating in flexiplace work overtime?

All statutory provisions regarding pay, including premium pay, overtime, etc., apply to flexiplace
participants. Flexiplace participants who are exempt from the provisions of the Fair Labor
Standards Act (FLSA) must be directed to work overtime in advance of the overtimein order to
be paid either overtime pay or compensatory time as appropriate; this practice is exactly the
same as if the employee were working at the office. Rating officials of employees who are not
exempt from provisions of the FLSA must take care to ensure that employees are not “ suffered
and permitted” to work overtime by careful assignment of work and monitoring of employee
time and attendance.

What affect does flexiplace have on a participant’s travel?

Travel entitlements are based on the official duty station of the participant; i.e., flexiplace has no
impact on a participant’ s travel.

What affect do leave, dismissals, and emer gency closings have on flexiplace
participants?

The aternative workplace may be unaffected by emergencies that lead to closings and dismissals
at SC's Forrestal and Germantown office(s); or, such closings could adversely affect the
flexiplace participant by depriving him/her of support staff or access to a network. If work can
proceed at a particular workplace, then employees at that site should not expect to be excused
from duty just because other employees el sewhere have been dismissed or excused from
reporting. For example, if SC’'s Washington, DC., buildings were open but it's Germantown
facilities were closed, employees could work from remote site locations and interact, if
necessary, with the Washington, D.C. offices. Each flexiplace participant’ s flexiplace agreement
will cover this possibility. If only the flexiplace site is affected, such as a power outage,
flexiplace participants should notify the rating official to discuss the situation; the employee may
be directed to report to his/her office or be given permission to take annual leave or leave
without pay.

Delayed departure announcements (in which employees traveling to the office may leave home at
alater time for work and be given excused absence for their late arrival) would have no effect on
employees working from their home on flexiplace. If it isannounced that employeesin the
flexiplace participants’ offices are allowed unscheduled leave (formerly “liberal leave’), the
employees participating in flexiplace are expected to inform their rating official of their intentions
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regarding taking leave just asif they were attending work at the office.

In general, the organization responsible for operating a telecenter will have the authority and
responsibility for emergency closing of the telecenter. That same organization will have the
responsibility of informing affected telecommuters and their respective agencies. If SC can

permit its employees to work in alocal telecenter, the effect of atelecenter’s closing will be
addressed in the flexiplace agreement.

Can an employee bedirected to report to the office on the day(s), or part of a day,
he/sheis scheduled for flexiplace?

Y es, for work related reasons, an employee can be directed to report to the office for al or part
of aworkday.

If an employeeisdirected toreport to the office on the day(s), or part of a day,
scheduled for flexiplace, will the employee be given (an)other flexiplace day(s) in the
pay period?

An employee who is directed into the office on day(s), or part of aday, ordinarily scheduled for
flexiplace should not expect to be permitted to work (an)other day(s) on flexiplace. The
employee and rating official are encouraged to discuss the possibility of scheduling an alternative
flexiplace schedule but if there is not sufficient flexibility in the remaining days of the pay period
(e.g., others are scheduled for flexiplace, travel, training, or AWS), then the employee must
expect to resume hig’her flexiplace schedule the following pay period. If possible, the employee
should be permitted to return to the flexiplace site for the remainder of the flexiplace day(s) not
affected by the event requiring the employee’s presence.

Would flexiplace affect Forrestal parking permit eigibility?

Employees who have “unusual hours’ permits for the garage may be affected if they work

severa days per pay period at the flexiplace site. They might not meet the criteriafor the
percentage of time spent performing work on “unusual hours’ under parking policy and therefore
no longer qualify. Flexiplace data may be routinely compared with parking data to ensure that
the parking program policies are maintained.

Would flexiplace affect transit subsidy (SEET) amountsreceived by participants?

If aflexiplace participant finds that his’her average monthly transit cost (i.e., daily costs times 20)
islowered to any amount less than $65, the flexiplace participant must contact the SEET
function to discuss revisions to the participant’s SEET card(s). Flexiplace data may be routinely
compared with the SEET data base to ensure that the SEET program policy is maintained.
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CHAPTER IV - HOME OFFICE WORKPLACE ISSUES

(Note that this Chapter primarily addresses flexiplace performed in an employee’ s home since
the current experience shows that thisis the norm at Headquarters. This emphasisis not
intended to imply that other sites are excluded, or can not be considered, as appropriate
flexiplace work sites.)

What arethe characteristics of an appropriate home office?

Flexiplace home work sites require adequate work space (aroom or a portion of aroom which
is adequate for the performance of official duties), light, basic residential telephone service,
power, adequate environmental conditions, smoke alarms, and adequate security. SC will not
pay for any of these requirements.

Alternative workplaces should be safe and must be free of hazardous materials. Employees who
engage in unsafe behavior by failing to maintain a safe workplace and who are subsequently
injured may be denied workers' compensation benefits. Participants must complete the safety
guideline checklist attached to Appendix B. In the event that any condition is not adequate or
appears unsafe, the rating official may defer signing the agreement (which must be completed
before flexiplace can commence) until such time as the condition improves. Rating officials may
wish to discuss the checklist with the Headquarters Safety Officer for review and comment
before signing the agreement. Participants are responsible for complying with safety standards
and building codes.

Should a home office wor kplace be inspected?

Bargaining unit employees. To ensurethat Information Systems and sensitive
information proceduresarein place at the alternate work sites, SC may inspect the
employee’ swork site with twenty-four (24) hours noticeto the employee. Thenotice
will include the date and approximate time of arrival, the number of management
officials coming to the site, the estimated duration of the inspection and other
appropriateinformation. The employee may arrange for an NTEU representativeto
accompany the manager to theinspection.

Prior to inspection, the employer will provide a specific list of itemsto be inspected and
purpose/outcomes anticipated. No other inspections are allowed.

Non-bargaining unit employees. Procedures for inspections of non-bargaining unit
employees home office sites will be the same as inspections for bargaining unit employees
home office sites.

What expenses, if any, can be paid by SC?
Thereis no requirement that SC must pay for any expenses related to an employee

working at home. Expenses of operating aresidence, such as utility costs associated
with working at home, will normally not be reimbursed. Exceptions apply only where
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the personal expense directly benefits the Department, e.g., to make business-related
long distance calls on the participant's home telephone. SC will issue a calling card to charge
long distance callswhen it isjustified.

(4) What arethe proceduresfor getting reimbursed?

Employees should obtain supplies from the DOE supply stores. However, under unusual
circumstances, if the employee purchases supplies, they may seek reimbursement. They must
have obtained written prior approval from their supervisor (this may be viaE-mail). After an
expense isincurred, employees should complete and submit a Claim for Reimbursement for
Expenditures on Official Business (SF-1164) to SC-62 for processing.

(5) Can flexiplace help an employee with dependent car e needs?

Flexiplace may reduce dependent care costs by reducing or eliminating the number of hours of
care necessary, particularly before and after school or day care, as aresult of having more time
to care for dependents by not having to commute to work. Flexiplace may also permit a
participant to provide assistance, such as with anoon meal, to afamily member that the
participant would not otherwise be able to do. The opportunity to participate in flexiplaceis
offered with the understanding that it is the responsibility of the participant to make necessary
arrangements for dependent care that is needed on aregular, recurring basis during agreed-upon
hours of work._Flexiplace may not be used as a substitute for providing regular, recurring child
or other dependent care arrangements.

(6) What isSC’sobligation, if any, in the event that a participant isinjured while working at
home?

Participants should inform their rating officials a once of any accident or injury occurring at the
alternative workplace during approved working hours or during non-working hours during which
the flexiplace participant was directed to work. Such incidents should be treated just asif they
occurred at the main office; thus, participants are covered by, and may file claims under, the
Federal Employees Workers Compensation Act and the Federal Tort Claims Act.

(7) What are some common problems associated with flexiplace and how can they be
avoided?

The following chart is taken from the Department’s DOE-FLEX guidebook; it lists some
common problems associated with flexiplace and how those problems can be answered:
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Situation

Consider ThisAlternative

1. Supervisor plans important meetings
scheduled on employee’ s flexiplace days.

1. Set up aconference call so the employee can
participate in the meetings from his/her alternate
workplace.

2. Co-workers don't know when the employee
will bein the office or accessible by other
means. Thereisagenera sense that the
employee is never around.

2. Therating official and employee will ensure
that the employee’ s schedule is available to co-
workers so they have access to it and will know
when the employee will be in the office,
working at home, on travel, or on leave, and
when the employee has an AWS day off.

3. Managers and employees do not have a clear
understanding of work expectations.

3. Define work expectations in advance to
avoid misunderstanding.

4. Supervisors and co-workers are not ableto
contact, or are unclear on how or when to
contact, the employee (and are sometimes
actively discouraged). Thereisagenera
reluctance to call employees at home on their
flexiplace days.

4. Provide staff with flexiplace phone number.
Encourage staff to call or e-mail employee on
flexiplace days. Supervisors should set an
example by calling employees on their flexiplage
days and insisting that others continue to
transact business with employees working at
their alternate workplace.

5. Employees are reluctant to leave the phone
on their flexiplace days, even to use the
restroom or take a break, because someone
who called might think they are not working.

5. Employees could use an employee-
purchased answering machine to take messages
during brief absences and then follow up with
callers promptly upon return.

6. Employee feels a sense of isolation and loss
of interaction with co-workers.

6. If necessary, increase the number of days pe
week in the central office. Encourage active
communication viae-mail or telephone.

7. Flexiplace is joked about as "goofing off."
Flexiplace days are referred to by co-workers
as "days off."

7. Explain or distribute benefits of flexiplacetq
staff members. Publicize the products that the
flexiplace employee produces while at the
alternate workplace.

8. Work and home needs are difficult to
distinguish while working at home.

8. To the extent possible, keep the office space
separate from the rest of the living area. Keep g
definite schedule of work time and personal
time and stick to it.
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9. The organization incurs additional expenses
associated with the provision of equipment and
services, such as telephone charges for
computer connections and long distance calls.

9. Weigh costs against direct and indirect
savings. Include any reduction in space costs
plus productivity gains, skill retention, employsg
satisfaction, etc.

e

10. Employees run into technical problems with
their computers at home and no oneis available
to assist them.

10. Ensure adequate information technology
support is available before finalizing a flexiplag
arrangement. The call-in number for computer
support trouble shooting is (301) 903-5313 or
1- 877-453-6372 .

E-Mail addressis SCSC or
SCSC@science.doe.gov. If support is not
available, the employee should call hissher
supervisor to determine whether there is work
which can be done off-site, or whether the

e

employee should report to hig’her duty station.
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CHAPTER YV - PROPERTY, RECORDS, AND
SECURITY ISSUES

What equipment may be provided a flexiplace participant?

SC will provide a standard workstation configuration to approved flexiplace participants.
Equipment in addition to the standard workstation configuration requires justification and
approval.

SC manages the lease (outsourced provider maintains ownership) and control of al hardware
and telecommunications equipment placed in a flexiplace work site.

Equipment leased by SC for purposes of the flexiplace program (e.g., computers, printers, and
telecommunications equipment) shall be installed and repaired only on the authority of SC (by

the outsourced provider). Repairs will be accomplished at the employee’ s flexiplace work site.
Participants may not add unauthorized equipment or software to the property leased by SC. SC
retains control of all installed hardware. Participants are not to use their own equipment when
working from their approved flexiplace site. Thelist of equipment to be made available to each
flexiplace participant will be part of the flexiplace agreement; the participant is responsible for the
safety and security of this equipment.

Can a participant use equipment and software for personal needs?

Installed equipment and software should be treated as if it werein the SC's main office. At this
time, there is no authority to allow the flexiplace participant (or office employee) to use
equipment and software for personal needs. If this policy is changed, all employeeswill be
notified.

What arethe security requirementsfor employee-owned equipment?
SC employees are not allowed to use personal computer equipment for flexiplace.

What measures should a participant taketo protect property and other equipment
owned by SC?

It must be protected from access by unauthorized individuals and destruction of records by
viruses. Personal identification, passwords, access codes, etc., need to be accounted for and
maintained properly. Physical security measures, such asinstalling approved anti-virus software,
denying children access to the work area, or securing it when not in use, also need to be taken.

Participants must notify SC Support Center immediately if their equipment malfunctions. SCis
responsible for the maintenance, repair, replacement, and transport of such equipment; however,
if SC provided equipment is unsecured and consequently damaged by non-participants, i.e.,
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dependents of the participant, participants may be held liable for equipment repair or
replacement. Participants may be required to report to work at their duty station if
work-dependent equipment repairs are extensive and adversely affect their ability to accomplish
work assignments. Once an arrangement is terminated, any SC provided equipment will be
picked up by the outsourced vendor supporting the SC Information Management Team. Any
other SC equipment and/or office supplies must be returned to the office as soon as possible but
not later than 30 days.

What isthe status of any record produced at a flexiplace site?

All records that pertain to SC business that are created or received by the participant at an
aternative workplace belong to SC and will be managed in accordance with applicable laws and
regulations. The records should not be removed from the alternative workplace and should not
be disposed of except in accordance with applicable Headquarters records disposition

directives.

Can aflexiplace participant work with sensitive information at an alternative
wor kplace?

Employees will comply with applicable government regul ations governing information
management and electronic security procedures for safeguarding data and data bases.
Employees have aways had the obligation to protect all government records and data against
unauthorized disclosure, access, mutilation, obliteration, or other unauthorized use. Employees
will comply with all required security measures and disclosure provisions so that at no time will
security or Privacy Act requirements be compromised.

Off-site access to sensitive (unclassified) data may be permitted provided SC’' s automated data
processing/security officia certifies the adequacy of the security for such access. Classified
material may not be removed from the participant’ s main office to any flexiplace site.
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CHAPTER VI - REMOTE ACCESSISSUES

This chapter focuses on and illustrates current issues pertaining to the Headquarters Local Area
Network (HQ LAN). Asimproved access services are added, this chapter will be modified. The
presence of this chapter does not imply that SC is able to provide equipment.

(1)
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Can an employee get accessto e-mail via the Internet without going through the DOE
HQ LAN?

The remote access solution (for flexiplace) requires the employee to obtain avalid

HQ IP (Internal Protocol) address. By logging onto the remote access solution the employee
has connected to the DOE HQ LAN. Once connected, the employee then logs on (similar to
the office) to the SC LAN and will obtain access to Microsoft Outlook.

What does an employee need to do to get accessto the DOE HQ LAN to get to data
filesstored on hig’her desktop PC or File Server?

The SC flexiplace capability allows the employee to connect to the DOE HQ LAN and the SC
LAN for application and data access. The employee should store al files on the SC LAN (e.g.,
N:drive, Q:drive, P.drive, etc. Fileslocated on anindividual PC (C:drive, etc.) will not be
supported (ssmilar to the SC Support Center policies which have already been established).

What does an employee do when he/she needs assistance with either computer
problems (either hardware or software)?

Contact the SC Support Center at (301) 903-5313 or via E-mail SCSC or
SCSC@science.doe.gov for support (smilar to being at the office).

How compatible are Mail Platformswithin Headquarters and DOE-wide?

The E-mail platforms and compatibility issues are identical to the ones encountered by the
employees at the office.

How ar e files sent from other locationsto the computer of an employee on flexiplace?

By utilizing the SC provided flexiplace solution, the employee is connected to the SC LAN in the
same manner as being in the office. All communications between the flexiplace employee and
others will be identical to that of the office environment.

What ar e alter native methods of communicating quickly with an employee at an

alter nate workplace?

If aflexiplace employee is working extensively on his’her computer and has only one telephone
line, the employee should discuss routine contact times with his/her rating official (during the time
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the employee would be accessible by telephone) or discuss the feasibility of the employee being
issued a pager.

How may SC participants who have disabilities find out about equipment availability?

The DOE Assistive Technologies Web Page provides program information about the DOE
Disability Program in addition to information on current and emerging assi stive technologies.
They and their rating officials should visit the CIO Web Site at http://cio.doe.gov/assistive to
learn about computer and related telecommuni cations accommodations to assist persons with
disabilities.
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Type of Flexiplace Request (check box(es)) Medical Regular Situational
Preferred L ocation (check box(es)) Home TeleCenter Forrestal Germantown
SECTION 1
(To Be Completed By Employee)
Employee I nfor mation Rating Official Information
Name Name
Title, Series, Grade Title
Routing Symbol Telephone
Telephone
Office Location
SECTION 2
(To Be Completed By Employee)

a. Employee has a copy of the Office of Science Flexiplace Guide.

b. Tasksand activities to be performed on flexiplace, reflected on employee’ s performance

plan, are summarized (Attachment A-1).

c. Flexiplace work schedule including times, days, and location for each day of the pay period is

completed (Attachment A-2)

d. The following equipment, software and supplies will be needed:

e. The employee requests that the following be provided by the organization:

Equipment:

Other:

Software:

f. For medical flexiplace only. Anticipated duration of flexiplace assignment:

Starting date

Ending date

Medical documentation attached:

Yes

No;

if no, reason why:
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SECTION 3
(To Be Completed By The Rating Official)

a. Isfrequent face-to-face contact with clients/coworkers vital in order to

complete task(s) and/or activities listed in Attachment A-1? yes - no -
b. Isfrequent supervisory review, while work isin progress, required as a

routine part task(s) and/or activities listed in Attachment A-17? yes - no -
c. Do security or technical reasons prevent information from being used on

flexiplace which is needed to perform the work effectively? yes - no -
d. Wasthe most recent performance rating below the Level 2 or equivalent? yes - no -
e. Arethere other concerns that might adversely affect the employee's yes no -

participating in flexiplace?

Answering YES to any of the above questions may result in the application being disapproved. The rating
official should explain, in writing, any YES answers:

SECTION 4
Action on Application
(To Be Completed By Rating and Reviewing Officials)

Rating Official: Approval recommended:

If approval is not recommended, reason(s), including alternate recommendation(s):

Signature: Date:

Reviewing Official: Approval granted:

If approval is not granted, reason(s), including adoption of rating official’ s recommendation(s):

Signature: Date:

Note: If the application is disapproved the employee will given the right to file a grievance under the
appropriate grievance procedure, according to bargaining unit status.




A-1- Request for Flexiplace
Employee’' s Name:

Tasks and Activitiesto be performed while on Flexiplace:

Element:
Tasks/activities:

Per centage of duty time spent on these taskg/activities:

Element:
Taskg/Activities:

Per centage of duty time spent on these taskg/activities:

Element:
TaskgActivities:

Per centage of duty time spent on these task/activities:

Add more copies of A-1if necessary.

OR

Special Projects and/or supplementary activities:
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A-2 - Request for Flexiplace
Work schedule (official tour of duty) while participating in flexiplace
IS

Pay Period Hours Duty Station
Work Week | Day From| To Official | Alternate
Monday
Week 1 Tuesgy
Wednesday
Thursday
Friday
Monday
Week 2 Tuesday
Wednesday
Thursday
Friday
Distribution
If approved: If disapproved:
Original: Attach to flexiplace agreement Original: Employee
Copy: Rating Official Copy: Rating official
Flexiplace Coordinator Flexiplace Coordinator

NTEU (bargaining unit)
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Appendix B

Flexiplace Agreement

(Regular or Medical)
Introduction: This agreement is between the Office of Science and _ , routing
symbol and . The agreement specifies the terms and conditions

under which the employee will work at the alternate workplace specified below. This
flexiplace agreement does not create an entitlement, but recognizes that flexiplaceis an

additional method uses to accomplish work.
Type of Flexiplace: Regular Medical
Duration: Thisagreement is effective and will continue:

(a) indefinitely for regular flexiplace participants contingent upon re-certification at the first
performance appraisal following the date of this agreement and at least annually thereafter: or
(b) until for medical flexiplace as confirmed by acceptable medical
documentation. The employee may terminate this agreement at any time from the effective
date by giving the employee’ srating official notice and returning to the employee’ s duty
station. To ensure that appropriate physical arrangements be completed at the employee’s
duty station, the employee should provide at |east 30 days notice of desire to terminate this
agreement. Management has the right to terminate or modify this agreement at any time with
30 days notice. Management will inform the employee of the reason for termination and will
inform the employee of the right to grieve this termination under the appropriate grievance
procedure.

Duty Station: The employee’ s duty station is as follows: ( location, telephone number):

Flexiplace: The employee’sflexiplace site isasfollows. (address, telephone number)

Applicable Policy: The employee agrees that all policies that apply to the employee at the
employee’ s duty station apply to the employee at the flexiplace site. The employeeisbound
by the Standards of Conduct for Employees of the Executive Branch and the Department’s
supplement thereto while working at the flexiplace site. In addition, the terms of this flexiplace
agreement and the guidebook upon which the agreement is based also apply.
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(7 Responsibilities: The employee will perform those work assignments (i.e., tasks and
activities) agreed to with his/her rating official. The employee will ensure that the appropriate
resources are available or accessible to perform those assignments at the flexiplace site (see
B-1). The employee will be reasonably accessible (e.g., either responding immediately to
management’ s attempts to contact him/her or responding within the time expected if the
employee were at the office) during agreed-upon hours of work (see the attached work
schedule). The employee will safeguard DOE equipment and records and use such equipment
and records for official business only. The employee will also safeguard, and maintain
equipment, if any, used to perform work at the flexiplace site. If the flexiplace siteisthe
employee's home, the employee will maintain it in areasonably safe condition, keeping it
hazard-free and normally free from distractions (see B-2). For medical flexiplace: The
employee will ensure that work products are safely conveyed between the flexiplace site and
the office by using the following method(s)

(8) Time and Attendance: The employee understands that his’her time keeper will be provided
acopy of the employee’ swork schedule. Normal rules and procedures apply for authorizing,
approving, earning, and using leave, overtime, and/or compensatory time, etc. The
employee’ stime and attendance must be certified by the certifying official so that thereisan
accounting for all hoursincluded in the work schedule. Time and attendance will be reported
as though the employee were at the duty station. The employee will obtain approval in
advance for any schedule change. Overtime will not be permitted except when expressly
authorized and confirmed in writing in advance.

9 Direction to attend duty station: The employee understands that, on rare occasions, if the
employee’ s rating/reviewing official determines that issues at hand (e.g., need for face to face
meetings or examination of materials that cannot be taken from the duty station) require the
employee's presence, the rating/ reviewing official may direct the employee to the employee’'s
duty station on aday, or part of aday, that the employee would ordinarily be on flexiplace.
Notice of this direction would be given as far in advance as possible. The employee further
understands that he/she has no claim on another day during the current pay period or any other
pay period to substitute another day or days on flexiplace.

(10) Administrative Dismissals. Administrative dismissals for employees who are working at a
flexiplace site are based on the workplace affected by the dismissal and the employee’'s
interactions with that workplace. The employee participating in flexiplace under the terms of
this agreement understands that because the employee has been approved to work on tasks
and activities that (insert either: “do” or “do not”) require interface with the
workplace, if the employee’ s workplace is administratively dismissed, the employee (insert
either: “will” or “will not”) be granted administrative leave if hisher duty station
workplace is dismissed.

(11) Pay, Leave and Travel: Pay, and travel entitlements are based on the employee’ s duty
station. The flexiplace arrangement is not a basis for changing the employee' s salary and
salary-based benefits. The employee understands that if the flexiplace arrangement affects
his/her éigibility for “unusual hours’ parking in the Forrestal garage, pursuant to regulations for
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the garage, the employee will notify the parking administration function immediately. If the
flexiplace arrangement lowers the cost of the employee’ s transit costs to any amount below
$65 per month, the employee will notify the transit subsidy function immediately.

Work Assignments:. The employee is expected to perform the tasks and activities listed in
the application for flexiplace (A-1). The employee will obtain approval in advance for any
schedule change. Overtime will not be permitted except when expressly authorized and
confirmed in writing in advance. Additions or changes to the tasks and activities listed are
agreed upon as

follows:

Resour ces Provided: SC (insert either: “ has’ or “has not”) provided equipment or
other resources to the employee for the accomplishment of tasks and activities. The employee
agrees that he/she will maintain all resources listed on the attached schedule. Problems with
supplied equipment or software must be reported to SC Support Center and the employee’s
rating official. Employee provided equipment is not authorized for use from flexiplace
approved sites. Upon termination of this flexiplace arrangement and notification to the SC
Support Center, all supplied computer resources will be picked up by the 3rd party vendor
supporting the SC Information Team in the effort. Other related equipment will be returned to
the employee’ s employment site.

Use of Telecenter: If the employee has been approved for flexiplace at a telecenter, he/she
will abide by the regulations attendant to use of the center as delineated in the attachment
which isincorporated in this agreement (Appendix G).

Performance: The employee understands that the same elements, tasks and levels of
performance apply while on flexiplace as at the employee’ s duty station.

Expenses. The Office of Science will not be responsible for any additional operating costs,
such as home maintenance, insurance, or utilities, that are associated with the employee’s using
his/her home as the flexiplace site. Long distance calls to the office should be viathe toll free
number 1-800-832-0885. Long distance calls to other locations that would be authorized if

the employee were at the duty station will be issued a DOE calling card or reimbursed by
completing a Claim for Reimbursement of Expenditures on Official Business (SF-1164) to
SC-62 for processing.

Liability: The employee understands that he/she assumes full responsibility for any damage to
personal or real property that may occur as aresult of the employee’ sworking at the

flexiplace site, except to the extent that DOE is held liable by the Federal Tort Claims Act or
the Military Personnel and Civilian Employees Claims Act. The employee understands that if
he/she isinjured during authorized hours of work at the flexiplace site, the employee is covered
by the Federal Employee Compensation Act (workers' compensation). The employee must
notify his’her rating official immediately of any accident or injury that occurs at the flexiplace
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site and complete any required forms. Officials of the Headquarters Executive and Personnel
Services, at the request of the Department of Labor, and may investigate such areport
immediately. If the employee wishes more information on liability, she/he understands that this
may be obtained from the Office of General Counsel, Assistant General Counsel for General
Law.

Inspections: Bargaining unit employees agreeto the following: To ensurethat
Information Systems and sensitive information proceduresarein place at the
alternate work sites, SC may inspect the employee’ swork site with twenty-four (24)
hours' noticeto the employee. The noticewill include the date and approximate time
of arrival, the number of management officials coming to the site, the estimated
duration of the inspection and other appropriateinformation. The employee may
arrangefor an NTEU representative to accompany the manager to the inspection.

Non-bargaining unit employees agree to the following: To ensure that Information
Systems and sensitive information procedures are in place at the alternate work sites,
SC may inspect the employee’ s work site with twenty-four (24) hours' notice to the
employee. The notice will include the date and approximate time of arrival, the number
of management officials coming to the site, the estimated duration of the inspection and
other appropriate information. The employee may arrange for an NTEU representative
to accompany the manager to the inspection.

Effect of Failureto Fulfill the Termsof This Agreement: This agreement will be

terminated if the employee failsto fulfill its, or any amendment to its, terms. The employee will
be given the right to grieve termination of the agreement. Termination for reasons of
misconduct or failure to protect equipment, records, and/or data may result in disciplinary
action and/or suspension or revocation of the employee's security clearance, if appropriate.

Certification: | hereby certify that | have read and understood the terms and conditions of
this agreement. | also understand that the above information is accurate as of this date, but
that applicable policies and guidelines may change or be added without amending this
agreement accordingly. | understand that | will be informed of these changes. In the event of
such changes, | agree that this agreement will be subject to them.

Employee’ s Signature Date

Rating Official’s Signature Date
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PRIVACY ACT STATEMENT

Section 6120 of Title 5 to the United States Code and Executive Memorandum of July 11, 1994 (59 CFR
36017) authorizes collection of thisinformation. Providing information and signing this agreement is
voluntary, but failure to sign this agreement will preclude the authorization of an alternative workplace other
than the regularly assigned location and will result in the applicant for flexiplace not being approved for the
employment arrangement specified herein. The primary use of the information contained in this agreement
is by applicable management officials and supporting administrative staffs, payroll and accounting staffs,
human resource staffs, and travel and transportation staffs to approve and record the benefits and
entitlements of this employment situation. There are no additional uses that may be made of the information
collected in the agreement. The official copy of this agreement is maintained in the Official Personnel File,
which is a category of record included in the OPM/GOV T-1 Genera Personnel Records system.
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Attachments:
Approved Application/ Work Schedule
List of Resources for Alternative Workplace
Self-Certification Safety Checklist
Medical Documentation - medical flexiplace only

Distribution of Entire Agreement:

Original -Employee’ s Official Personnel File
Copy to -Employee
-Rating Officia

-Flexiplace Coordinator

Distribution of Work Schedule: - Time and Attendance Function



B-1
Equipment/Resour cesfor the Alter native Workplace
(Attachment to Appendix B and C)

(Refer to item 13 in Flexiplace Agreement)

Employee's Name: Rating Official’s Name:
1. Thin-client terminal seria or property number

2. Flat Screen Monitor serial or property number

3. Deskjet Printer serial or property number

4.  Keyboard seria or property number

5. Mouseserial or property number

6. Additiona telephone line type of monthly service plan
7.___ Otheritems, specificaly:

Information Technology Support Acknowledgment:

Date:

41
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B-2
Self-Certification Safety Checklist
(Attachment to Appendix B and C)

Employee's Name: Rating Official’s Name:

The purpose of thisform is to ensure that the terms of the flexiplace agreement are fulfilled. The employee,
if declaring that the flexiplace site is his’her home, agrees to maintain it in areasonably safe condition,
keeping it hazard-free and normally free from distractions. |f the employee answers “no” to any of the
guestions below, the rating official and the employee must discuss the issue so that both the employee and
the rating official understand the condition of the agreement. The checklist will be made available to the
Headquarters workers' compensation specialist if the employeeisinjured at home and filesaclaim for
compensation under the Federal Employee Compensation Act.

Part | - Workplace Environment Yes No

1. Are temperature, noise, ventilation and lighting levels adequate for maintaining
your normal level of job performance?

2. Are all stairs with four or more steps equipped with handrails?

3. Areall circuit breakers and/or fuses in the electrical panel labeled asto intended
service?

4. Do circuit breakers clearly indicate if they are in the open or closed position?

5. Isall electrical equipment free of recognized hazards that would cause physical
harm (frayed wires, bare conductors, loose wires, flexible wires running through
walls, exposed wires to the ceiling)?

6. Will the building's electrical system permit the grounding of electrical equipment?

7. Are aisles, doorways, and corners free of obstructions to permit visibility and
movement?

8. Arefile cabinets and storage closets arranged so drawers and doors do not open
into walkways?

9. Arechairsfree of any loose casters (wheels) and are the rungs and legs of the
chairs sturdy?

10. Are the phone lines, electrical cords, and extension wires secured under a desk
or alongside a baseboard?

11. Isthe office space neat, clean, and free of excessive amounts of combustibles?

12. Arefloor surfaces clean, dry, level, and free of worn or frayed seams?

13. Are carpets well secured to the floor and free of frayed or worn seams?

14. Isthere enough light for reading?

Part || - Computer Workstation (if applicable) Yes No
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15. Isyour chair adjustable?

16. Do you know how to adjust your chair?

17. Isyour back adequately supported by a backrest?

18. Are your feet on the floor or fully supported by afootrest?

19. Are you satisfied with the placement of your monitor and keyboard?

20. Isit easy to read the text on your screen?

21. Do you need a document holder?

22. Do you have enough leg room at your desk?

23. Isthe screen free from noticeable glare?

24. Isthe top of the screen eye level?

25. Isthere space to rest the arms while not keying?

26. When keying, are your forearms close to parallel with the floor?

27. Areyour wrists fairly straight when keying?

Employee's Signature Date

Comments:

Rating Official’s Signature Date
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Appendix C

Situational Flexiplace Agreement

Introduction: This agreement is between SC , routing symbol , and
. The agreement specifies the terms and conditions under which the
employee will work for specified periods directed by the employee’ srating official at the
alternate workplace specified below.

Purpose and Duration: This agreement will bein effect from and will continue
indefinitely. During the agreement, the employee’ srating official may direct the employee to
work for specified periods of time (i.e., a specific number of days which may or may not be
successive) at an alternate work site in order to complete specific non-recurring assignments
or specia projects. Examples of such assignments would include:

Alternate Workplace: Theflexiplace siteis
. During the flexiplace assignment period, the
employee can be contacted at the following phone number:

Work Schedule: The employee’sdaily hours of duty will be the same as at the official duty
station. The number of days of time spent on the flexiplace assignment will depend on the
nature of the assignment. The specific number of days spent on aflexiplace assignment will be
determined prior to the employee’ s beginning flexiplace and will be confirmed in writing
(including an E-mail message) with a copy sent to the Time and Attendance Clerk.
Modifications to the flexiplace assignment (either lengthening the assignment time or shortening
it) will be directed by the rating official and the employee will be informed in writing as soon as
possible.

Resources. The employeeis expected to accomplish hig’her assignment(s) with the following
resources: , furnished

by . Theemployee (insert either: “is’ or “isnot”)

authorized to incur any costs associated with connecting to the local LAN in order to
communicate with hig’her office and/or accomplish his/her assignment(s).
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(6) Responsibilities: The employee agrees to perform the work assignment(s) specified by the
rating official in the time frame specified, to the extent that he/she has control over the
completion of the assignment(s). The employee will ensure that he/she has appropriate
resources available, or access to them, to perform the assignment(s) at the flexiplace site. The
employee will be reasonably accessible during agreed-upon hours of work. He/she will
safeguard DOE equipment and records and use such equipment and records for official
business. He/she will also safeguard, and maintain equipment, if any, used to perform work at
the flexiplace site. If the flexiplace site is the employee’s home, it will be maintained in a
reasonably safe condition. The flexiplace site will be hazard-free and normally free from
distractions. The employee is bound by the Standards of Conduct for Employees of the
Executive Branch and the Department’ s supplement thereto while working at the flexiplace
site, and the applicable policy and guidance pertaining to flexiplace arrangements.

Signatures and Dates:

Employee Date

Rating Official Date

kkhkkhkkkkhkkkhkkkhkkkhkhkkhkkkhkkkikkk*

PRIVACY ACT STATEMENT

Section 6120 of Title 5 to the United States Code and Executive Memorandum of July 11, 1994 (59
F.R. 36017) authorizes collection of thisinformation. Providing information and signing this agreement
isvoluntary, but failure to sign this agreement will preclude the authorization of an alternative
workplace other than your regularly assigned location and will result in you not being approved for the
employment arrangement specified herein. The primary use of the information contained in this
agreement is by applicable management officials and supporting administrative staffs, payroll and
accounting staffs, human resource staffs, and travel and transportation staffs to approve and record the
benefits and entitlements of this employment situation. There are no additional uses that may be made
of the information collected in the agreement. The official copy of this agreement is maintained in your
Official Personnel File, which isa category of record included in the OPM/GOV T-1 General

Personnel Records system.
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Distribution:
Original - Employee’'s OF
Copy to - Employee
- Rating Official
- Flexiplace Coordinator
- Time Keeper
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Appendix D
Annual Flexiplace Re-Certification

Employee's Name: ‘ Rating Official’s Name:

P ————

RE-CERTIFICATION

Type of Flexiplace:] ] Regular [ ] Situational [ ]Medica

Regular - days per week/pay period; Medical - days/weeks/months; Situational
average hours or days per pay period.

For regularly scheduled Flexiplace participants, list the employee's established work schedule below. Indicate in the last row if the work siteis at
the office (O) or the Flexiplace (F) site. Please be sure to include a2 hour unpaid lunch period for each work day.

_—
Hrs. Mon Tues Wed Thurs Fri Mon Tues Wed Thurs Fri
Start
End
Site

P ————

Thefollowing checklist assessesthe employee's eligibility to continue flexiplace.

Yes No

1. Is the employee's performance rating transmitted at thistime Level 2 or higher?

2. Has the employee’ s organizational configuration remained amenable to flexiplace
(i.e., isthe arrangement not burdensome to those who are at the duty station when
the employee is on flexiplace)?

3. Is the employee able to work without compromising sensitive information?

4, Does the employee have access to equipment sufficient for his/her taskg/activities?

[ —
_ Termlnated Reamn:

| have reviewed and discussed the re-certification criteria and decision with the employee.

Reviewing Officia's Signature Date

Employee's Signature Date
Distribution:

If re-certified:

Origina - Attach to the original Flexiplace Agreement in the employee’s OF
Copy to - Employee

- Rating Officia

- Flexiplace Coordinator

If terminated:
Original - Employee
Copy to - Flexiplace Coordinator; NTEU (if bargaining unit employee)
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Appendix E - Secretary Richardson’s Memorandum

March 15, 2000

MEMORANDUM FOR ALL EMPLOYEES
FROM: BILL RICHARDSON
SUBJECT: Energy Flexiplace (DOE-Flex Program)

The United Statesis in an unprecedented era of growth and prosperity, thanks to the
ingenuity and productivity of America'swork force. Companies leading the way in the
new economy have taken to heart thislesson: understanding and responding to
workers needs and concernsis the foundation for earning their trust and committed
work effort. These are not just nice things to do; they make good business sense and
show up in bottom line results that all organizations are seeking. Particularly in today's
labor market, we are seeing vast differences in the make-up of family lifestyles and
demands as well as the diversity of our country's workers. Employers cannot attract,
retain and motivate an effective work force if they are not responsive to quality of
work life issues.

As a Department, we are among the leaders in implementing a variety of family friendly
programs, including flexible work schedules, employee health and assistance, and
family friendly leave. My goal isto become amodel Federal agency in the use of
Flexiplace. Thisgoal isdirectly tied to and supportive of one of the Department's
primary missions that is energy conservation. It also makes practical sense, because
organizations that use Flexiplace have found that many types of work can be done
productively away from the office setting. Finally, most employees of this Department
have demonstrated that they will act responsibly in using the workplace flexibilities they
are given to accomplish the public's business.

For all of the above reasons, it is my belief and policy that:

People are the Department of Energy's most important resource, and we
will develop, motivate, and support them in accomplishing our missions.
Employees are more than just the jobs they do, and the Department is
committed to helping them meet their responsibilities on the job, at home,
and in their communities. 1n doing so, the Department will establish
flexible work arrangements that improve the quality of employees work
life and contribute to a cleaner environment and a safer, more productive
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wor kplace.

In becoming amodel employer regarding Flexiplace in the Federal sector, | am
initiating the following actions:

1. I mplement a new Department of Energy Flexiplace Program (DOE-
Flex) based on the best practicesin Industry and Gover nment

| have asked Mr. David M. Klaus, Director of Management and
Administration to coordinate the establishment of this new program and ensure
that it isin place by March 31, 2000. DOE-Flex will provide greater
opportunities for employees to request Flexiplace arrangements, and will
feature:

< issuance of a new departmental DOE-Flex Handbook to assist
employees, supervisors, and managers to better understand when and
how to utilize Flexiplace

< written agreements between employees and their managers that spell
out the responsibilities of both regarding measurable performance
standards to be met, provision of supporting technology and work
tools, establishment of an appropriate out-of-office work site, security
and safeguarding of work materials, conditions under which DOE-Flex
arrangements may be modified or discontinued, and so forth

< identification of DOE-Flex Advisors at Headquarters and in every
major DOE field office, to assist in program implementation and advise
employees, supervisors, and managers

< provision of training (including discussion of issues relating to security
and safeguards) for supervisors, managers, and employees who are
interested in using the DOE-Flex program

< emphasis on use of DOE-Flex to allow employees to work away from
the office on atemporary, short-term basis to complete discrete
projects and work assignments

< expanded use of technology to support Flexiplace

< establishment of alternative work sites at the Germantown and
Forrestal facilities to allow Headquarters DOE employees to build
some increased flexibility into their work lives.

My objective for the Department is to exceed the President's Management
Council FY 2002 goal of 15 percent Federal-wide employee participation in
Flexiplace programs. Asinterim goals, DOE organizations are
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challenged to have at least 5 percent of DOE employees taking advantage
of Flexiplace by the end of FY 2000, and 10 percent by the end of
FY 2001.

2. Engage DOE Unionsin discussions and/or negotiations about expanded
use of Flexiplace

Consistent with my recent guidance concerning Labor/Management
partnership, | am asking unions and management around the Department to
consider ways in which Flexiplace can be expanded, using the techniques of
partnership and collective bargaining to generate ideas and strategies at local
DOE work sites. Within Headquarters, we recently completed a successful
pilot Flexiplace program developed in coordination with the National Treasury
Employees Union. Overall, the pilot resulted in increased productivity and a
decrease in sick leave usage without any loss of quality of work.

3. Request Support of DOE Contractorsand Laboratories

| am asking DOE contractors and laboratories to make greater use of
Flexiplace in carrying out their responsibilities and to report their plans and
accomplishments in this regard to the Director of Management and
Administration, starting on June 1, 2000.

4. Secretarial Awardsfor best practices supporting Flexiplace

| will establish a program of Secretarial Awards for DOE-Flex achievements.
For thisfirst year, we will be looking at plans and initial actions taken to
expand use of Flexiplace by DOE employees and to meet our participation
targets. The first awards ceremony will take place thisfall, following issuance
of guidelines and awards criteria.

It is my hope and expectation that the effect of these and future efforts will be to make
the Department of Energy amodel “employer of choice” whose enlightened policies
support usin serving the American people more effectively. By listening to and
working with our employees and their union representatives, | believe we will succeed.

This policy memorandum is a starting place and will be supplemented by
communications from me and others as we further develop thisinitiative. The Director
of Management and Administration will take the lead in guiding and monitoring the
overall effort, and he will be keeping me informed of our progress and opportunities
for further program enhancements.
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Appendix F

WORLD WIDE WEB Resour ces

The program office that is principally responsible for the issuance of this publication is the Office of
Personnel Policy and Planning, Office of Human Resources Management. The author can be
contacted at bruce.murray@hg.doe.gov or by calling (202) 586-3372.

Because each Departmental Element has different information systems, each Information Management
Team responsible for providing access to local information from remote workplaces. In

Headquarters, employees should contact their respective computer support staff. Information about
remote access at Headquartersis available at http://hgops.hr.doe.gov/lanops. For information on
accessing e-mail at Headquarters via the Internet at no cost to DOE, see

http://hgops.hr .doe.gov/emailser v/iindex.html. For employees with disabilities that may need to be
accommodated, information is available at http://cio.doe.gov/assistive/.

The Office of Personnel Management has several helpful resources available at
http://www.opm.gov/wr kfam/telecomm/telecomm.htm. These and related materials are available
though the Family-Friendly Workplace Advocacy Office.

The General Services Administration has helpful information available on the government’s
flexiplace/telecommuting program at http://www.gsa.gov/pbs/owi/telecenter s.htm and
http://policywor ks.gov/or g/main/mp/libr ary/policydocs/mwor kplce.htm.

The International Telework Association and Council (ITAC) provides conferences, training, and
information on telecommuting. ITAC' sweb siteis http://www.telecommute.org.

“ Telecommute, The magazine for today’ s flexible workplace” . This magazineis available at
www.telecommutemagazine.com.

A comprehensive list of resourcesis available at www.gilgordon.com. Gil Gordon has been a
consultant to DOE on the expansion of its program.

Another extensive list of resources, including books, magazines, Internet sites, and Associations, is
available throughout the book The Telecommuter’s Advisor, Working in the Fast Lane by June
Langhoff and at http://www.langhoff.com.

Chapter 5 of The Telecommuter’ s Handbook by Brad and Deborah Schepp, titled “ 75 Jobs for
Telecommuters,” provides away to determine if an existing position would work in atelecommuting
capacity and arating scheme that shows how well suited a particular job may be for telecommuting.
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TeleCenter Procedures

(Under Devel opment)
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Appendix H

Task/Activity Inventory Appropriate for Flexiplace

(1) Bargaining Unit Employeesin SC: Thefollowing wording istaken directly from the
agreement between Headquartersand NTEU.

Work suitablefor flexiplace dependson job content rather than job title, type of

appointment, or work schedule. For example, telecommuting isfeasible for work that

requiresthinking and writing — data analysis, reviewing grantsor cases, writing
decisions or reports; telephoneintensive tasks — setting up a conference, obtaining

information, following up on participantsin a study; and for computer-oriented tasks—

programming, data entry, and word processing. Work may not be suitable for
Flexiplaceif the employee needsto have:

Extensive face-to-face contact with supervisors, other employees,
clients or the general public;

Accessto material which isroutinely required to accomplish
assignments and cannot be removed from the official duty station;

Special facilitiesor equipment that are not available off-site. *
Thiswording, which is general guidance and isnot limited to the activitieslisted, will
govern discussions between rating officials and bar gaining unit employeesregarding
bar gaining unit employees requestsfor flexiplace.

(2) Non-bargaining unit employeesin SC:

(2A) The following inventory of generic tasks and activities would be appropriate
for non-bargaining unit employees participating in flexiplace:

(Under development)

(2B) Thefollowing inventory of tasks and activities applies to

and is appropriate for bargaining unit employees participating in flexiplace.

(Under development)
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Appendix |

Article 47
Flexiplace

Section 47.01

A.

C.

Flexiplace is awork arrangement that permits an employee to work at home or at another
approved work site away from his or her traditional work site. The parties are committed to
maximizing the use of flexiplace so that employees have maximum flexibility without adversely
affecting the agency’ s mission.

Participants may be permitted to work at flexiplace work sites full days or a portion of aday.
There is no limit to how the work schedule may be configured so long as the scheduling is neither
disruptive to the work that remains in the office nor causes an unreasonable burden on those who
choose not to work flexiplace.

The parties recognize that the benefits of flexiplace include:
Improving the quality of work life and job performance and increasing productivity;

Improving morale and reducing stress by giving employees more options to balance work and
family demands,

Decreasing traffic and parking congestion, energy consumption, and air pollution;

Providing services when the regular officeis closed;

Extending employment opportunities to employees with disabilities, including employees who
have partially recovered from work-related injuries who can do the job from an off-site

location;

Potentially enhancing recruitment and promoting diversity by expanding the geographic
recruitment pool.

Unless specifically changed by the terms of this article, all other terms and conditions of
employment as outlined elsewhere will remain the same for employees participating in the
Flexiplace program.

E. The parties recognize that in order for the Flexiplace program to be successful, supervisors will

manage employees by results, e.g., evaluate employee success by their output, rather than
process.



Section 47.02

A. Employee participation is voluntary and subject to management approval. When considering
an employee' s request to work flexiplace, the supervisor should consider restructuring the
employee’ swork to accommodate the request.

B. To be considered for aflexiplace arrangement or to continue to work on aflexiplace
arrangement, an employee must meet the following criteria:

1. The employee has been with the agency for one year.
2. The employee has been in the first tier organization for more than six months.
3. The employee’s performance has not dropped below aLevel 2.

4. The employee has not received any disciplinary/adverse action in the last six months that
would impact the integrity of the Flexiplace Program.

5. The employee has suitable work to do on flexiplace. Work suitable for flexiplace depends
on job content rather than job title, type of appointment, or work schedule. For example,
telecommuting is feasible for work that requires thinking and writing — data analysis, reviewing
grants or cases, writing decisions or reports; telephone intensive tasks — setting up a
conference, obtaining information, following up on participantsin a study; and for computer-
oriented tasks — programming, data entry, and word processing. Work may not be suitable

for Flexiplace if the employee needs to have:

Extensive face-to-face contact with supervisors, other employees, clients or the
genera public;

Accessto material which is routinely required to accomplish assignments and cannot
be removed from the official duty station;

Specia facilities or equipment that are not available off-site.

C. Employees may participate in flexiplace for medical reasons, or to care for afamily member, as
that term is defined in the glossary of this agreement. In addition to meeting the above conditions,
the employer may require that medical documentation be provided in accordance with the
procedures specified in Article 27, Section 27.03.D.

Section 47.03
A. Anemployee requesting a flexiplace arrangement will develop a plan to submit to his or her

supervisor that includes such information as the type of work to be done at the flexiplace site, the
daysto be worked at the flexiplace site, etc. The employee and the supervisor will work together
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to make any necessary adjustmentsto the plan beforeit is finalized. The employee’'s plan will be
approved if he/she has sufficient work to do at the alternate site, and it does not conflict with a
Mission necessity or training.

The Employer will approve or deny the employee’ s request within 5 days of submission. Once
approved, the employee and the supervisor will enter into a Flexiplace Work Agreement that
incorporates the employee’ s work plan.

Any time an employee believes he or she needs to permanently or temporarily return to work in
the office, the employee will normally provide management with thirty (30)calendar days notice of
the needed change, except in emergency situations.

Employer decisions regarding Flexiplace may be appealed by filing a"Step One" grievancein
accordance with Article 11, Section 11.09. If the matter is not resolved at Step One, the matter
may be appealed to arbitration, in accordance with the provisions of Article 12. The arbitrator,
after hearing the case, will issue a bench decision.

Section 47.04

A:

D.

Flexiplace home work sites require adequate work space (aroom or a portion of aroom whichis
adequate for the performance of official duties), light, basic residential telephone service, power,
adequate environmental conditions, smoke alarms, and adequate security. The Employer will not
pay for any of these requirements.

The employee will be available at the assigned alternate site unless on pre-approved leave or

lunch, or if he/she has given the manager prior notice and has received permission to modify the
work day. The supervisor and the employee will work out appropriate protocols to ensure
employee availability. For purposes of timekeeping, employees participating in the flexiplace pilot
program will provide appropriate information necessary to accurately document their time and
hours worked.

The Employer is not responsible for paying any extra costs the employee may incur for working at
home, e.g., adding an additional telephone line.

Employees will comply with al required security measures and disclosure provisions so that at
no time are security or Privacy Act requirements compromised.

Employees will comply with applicable government regul ations governing information
management and electronic security procedures for safeguarding data and data bases.

To ensure that Information Systems and sensitive information procedures are in place at the
alternate work sites, the Employer may inspect the employee’ s work site with twenty-four (24)
hours notice to the employee. The notice will include the date and approximate time of arrival,
the number of management officials coming to the site, the estimated duration of the inspection
and other appropriate information. The employee may arrange for an NTEU representative to
accompany the manager to the inspection.
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Employees must notify their supervisor of any accident or injury which occurs at the alternate
work place during the course of the scheduled work period and compl ete the necessary
paperwork.

Section 47.05

A.

The equipment necessary to work at the alternate site must be available. To the extent feasible,
thefirst tier organization will provide the employee equipment from available surplus, including
equipment which can be made available from the surplus of other first tiers, although it is not
under any obligation to purchase equipment for this purpose or to deny it to others who may
need it. Should the first tier be unable to provide the equipment from its available supply, the
employee will have to provide it through his’her own means. The Department of Energy retains
ownership and control of any and al hardware, software, telecommunications equipment and
data placed in the aternative work site by the government. This equipment is to be used for
official business only.

Employees will protect all government records and data against unauthorized disclosure,
access, mutilation, obliteration, or other unauthorized use.



Appendix J

SC Applications List

Available
Via Will be avail upon
Flexi Place- SC Menu Items FlexiPlace? Explanation comp. Of VPN install
Administrative Procedures and Forms
Addressing / Resolving Poor Performance No Requires Sound, no sound viaTS No
ETA (Energy Time & Attendance) No Sensitive pay system data, DOS No
ETAC (Energy Time & Attendance Coordinator) No Sensitive pay system data, DOS No
Extra (Telnet sessions) No No telnet sessionsvia TS No
Route Slip Yes Yes
Travel Manager No SSAN & sensitive travel info Yes
Calendarsand Schedules
Calendar Cresator Plus Yes Scheduled for Retirement Yes
Calendar - DOS-Based No DOS - Scheduled for Retirement No
Front Office Daytimer No DOS - Scheduled for Retirement No
Communications
Castelle Fax Server (3-7363) Yes Yes
DISCAS No DOS - Budget Information Potentially
No No telnet sessionsvia TS No
Telnet client No No telnet sessionsvia TS No
FTP (file transfer protocol) for Windows No FTP not required viaTS No
Ws_FTP (file transfer protocol) No FTP not required via TS No
Executive I nformation
Advisory Committees Yes Yes
Congressional Activity Status Yes Yes
Congressional Reports Yes Yes
DOE Weekly Report Yes Yes
GAO and IG Audit Activities Yes Yes
Hearing Schedules Yes Yes
SC Weekly Report Yes Yes
EIS (Executive Information System) No Sensitive Executive information Potentially
Information Systems
RIMS (Research Information Mgmt System) No Sensitive information Yes
Action Tracker for SC-621 No DOS No
Computer Inventory System No DOS, out-dated, not widely utilized No
Doclog (Document Logging System) No DOS No




58

DOE Directives Database No DOS No
Energy Library Web Site (SLN) Yes Yes
FMIS (Financial Mgmt Information System) No Sensitive financial information Yes
IPS (Integrated Procurement System) No Sensitive DOE-SC information, DOS To be Retired
Lab Appraisal System No Sensitive DOE-SC information, DOS Yes
PATS (Personnel Action Tracking System) No Sensitive personnel information Yes
SBIR Database No Sensitive DOE-SC information Yes
SBIR Mailing List No Sensitive DOE-SC information Yes
FoxFire Adhoc Reporting System No Sensitive DOE-SC information Yes
FoxFire Adhoc | PS Reporting System No Sensitive DOE-SC information Yes
IMSC - Execution Work Mgmt 1.0 No Sensitive DOE-SC information Yes
Phone Directories
Callup Utility No Sensitive personnel information Yes
Edit Extra Phone Numbers No Not required viaTS No
Department Yes Yes
People Yes Yes
SC Phone Listing Yes Yes
Services Yes Yes
DOE Phone Book Yes Yes
Printers
Listing of all networked-based printers Yes* Requires migrating al networked Yes*
printers
Software Applications & Tutorials
Jet Forms Yes Yes
Project 98 Yes Yes
Visio 5.0 No High memory utilization - potential No
impact
WordPerfect 6.1 Yes Yes
Utilities
FTP (file transer protocol) client No FTP not required viaTS No
GS View (viewing binary & postscript files) Yes Yes
IP Config No Win95, not required viaTS No
DOS Prompt No No command line access No
RegClean No Win95, not required viaTS No
Start Menu Applications
MS Word 2000 Yes Yes
MS Excel 2000 Yes Yes
MS PowerPoint 2000 Yes Yes
MS Access 2000 Yes Yes
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MS Outlook 2000 Yes Yes

Internet Explorer 5.0/5.01 Yes Yes

NOTE: All sensitive financial, budget and personnel information should not be transmitted or accessible via unsecure telephone lines.
Accessing this information utilizing the current MCI/WorldComm ISP interface categorizes the above-referenced sensitive information as a
security vulnerability. This information will not be made accessible in the first stages of the FlexiPlace project due to the nature of the data
and in line with CSPP.

NOTE: DOS based applications do not run well on the Terminal Server. These applications spike the CPU of the TS until it reaches 100%
utilization. At this point, if other Flexi Place user begin logging in and executing the same or other DOS based applications, the issue of
terminal server lock-ups is realized. To avoid this issue it is mandated that no DOS based applications will be accessible or available via the
TS system.

NOTE: Some shared CD-hased systems can run via the Termina Server, however, these applications require sound in order to obtain full
access and understanding. Sound cannot execute to aclient viathe TS.

OTHER: SC plans to implement a VPN (Virtual Private Network) in the near future. Once a VPN is implemented, many of the sensitive
information systems, listed above, will be made accessible.




